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How to Login onto FileBound
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Login using the password “public” 
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Type public into this text 
box then click     cccc



How to Search for a Contract
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Enter the search information

Type what information you want to 
search into the into the text boxes 

then click         

• The FileBound Search feature 
is used to search for files 
located within a
project. In each project, you 
can perform a search using the 
project’s specified
index field values.

• You can type in as little or as 
much information  as you 
would like about a contract to 
start a search.

Note:
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You will then see an overview of the 
contract

To view the actual 

contract, click  ccccc
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Now you are viewing the actual 
contract

To look 
through 

the 
contract 
pages, 
click on 

the page 
numbers
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There are a wide variety of options you have 
when looking at  a contract, to learn about these 
functions see pages 16 to 23 or place your mouse 

over the icon to view hover text about them.



How to do a Wildcard Search
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Wild Card Search
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Type a % into the text box 
then click 

The %  variable 
performs a wildcard 
search which
retrieves all the 
contracts available in 
the database.

Note:



You are now able to see all of the City of 
Indianapolis/Marion County contracts
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To sort through the contracts, click on 
the titles in light blue above. The 

contracts will then be ordered 
according to the specific title you 

clicked on. For example go to the next 
slide to see the contracts ordered by 

Vendor Name.

Note:



You are now viewing the contracts 
sorted by Vendor Name
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•The contracts are now ordered alphabetically 
based on the Vendors Name. The same can be 
done for each of the titles in light blue above. 

•Use the Arrows highlighted above to navigate 
through the pages of contracts.

Note:



View a contract
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Click on 
the file 
icon to 

view the 
contract.



You are now viewing the contract 
overview
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To view the actual contract, click one 
of two buttons
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To view the actual 

contract, click  ccccc

You may also click this 
ccccccc to view the actual 

contract 



You are now viewing the actual 
contract
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To look 
through 

the 
contract 
pages, 
click on 

the page 
numbers

There are a wide variety of options you have 
when looking at  a contract, to learn about these 
functions see pages 16 to 23 or place your mouse 

over the icon to view hover text about them.



What You Can do With a 
Contract
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Once you are viewing a contract you 
have several options available to you

17



You can Rotate the contract
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You can Zoom in/out of the contract
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You can zoom to contract width/height
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You can zoom into a specific region
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Click on the Zoom to 
Region icon then use 

your mouse to create a 
box around what you 
would like zoom into.

Note:



You can print the contract
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If you have a printer hooked 
up to your computer, you 
can print off the contract. 

After clicking the Print 
Preview icon, your printer 

options will pop up.

Note:



You can save the document to your 
computer
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How to Logout of FileBound
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Logout

To logout 
of 

FileBound
click
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You are now logged out of FileBound
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